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APPLICATIONS FOR TABULATING 
EQUIPMENT
By ETHLEEN LASSETER, C.P.A.
Several issues ago a request was made 
through the Idea Exchange for information 
concerning uses for tabulating equipment, 
with special mention of labor savings ef­
fected and unusual applications. Perhaps, 
then, a bit of case history of The First 
National Bank of Atlanta would be of inter­
est since its tabulating department is rated 
as one of the most progressive in the country 
as to both number and variety of applica­
tions.
Originally, the First National adopted 
punched card accounting as a more expedi­
tious method of handling installment loans. 
The almost unlimited advantages of the 
flexibility of tabulating equipment were 
recognized immediately. It was recognized 
also that only capacity production would 
justify the rental of the variety of machines 
required to handle the complete loan job. 
As a result, many other applications evolved. 
Now the tabulating department is the very 
lifeblood of operations of the entire bank.
INSTALLMENT LOANS
For installment loans, the tabulating de­
partment does a complete accounting job— 
and far more. The only manual punching 
required is in making name and address 
cards and balance cards for new loans, 
which are made at the rate of about 120 
daily, and payments of irregular amount. 
The remainder of the entire job is done 
automatically by various machines.
Balance cards indicate name of borrower, 
loan number, next due date, amount of 
monthly payments, amount of final payment, 
payment number, and unpaid balance. 
Original balance cards of loans are proved 
on the multiplying punch machine on which 
new balance cards are produced as pay­
ments are received. The multiplier (or so 
it is called though actually it adds, subtracts 
and divides as well) computes the new un­
paid balance, raises the month due (num­
bers are used for months instead of names) 
and payment number by one; also, punches 
the new balance card.
As new balance cards are made, old bal­
ance cards are placed in another file under 
loan numbers until final payments are made, 
when all balance, or payment, cards are 
listed in duplicate on the tabulating ma­
chine. One copy constitutes the ledger 
record and is so filed. The other copy con­
stitutes the history of the loan and is placed 
in the customer’s file.
The complete flexibility of tabulating 
equipment is illustrated in the ingenious 
methods through which exceptions may be 
handled. Quite frequently the amount of 
the final payment of an installment loan is 
different from the amount of regular 
monthly payments. To take care of that,. 
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the regular procedure of the multiplier, in 
proving original balance cards, is to multi­
ply the amount of the regular monthly pay­
ment by the number of payments due minus 
one, and to add the amount of the final pay­
ment, even if the final payment should be 
the same amount as the regular monthly 
payment. If a payment of an irregular 
amount should be made, the amount paid and 
a special X are manually punched into the 
balance card in a field left blank for that 
contingency. The X causes the multiplier, 
when producing new balance cards, to skip 
the amount in the regular monthly payment 
field and subtract instead the amount in the 
irregular field.
Despite the incredible accounting job 
done, that actually constitutes only a small 
part of the advantage of tabulating equip­
ment in handling installment loans. One 
of the outstanding advantages, and one of 
the more unusual applications, is making 
coupon payment books that are essential in 
handling installment loans. From the origi­
nal balance card, a combination gang punch 
and reproducing machine, equipped with a 
special retrogressive dating device, produces 
coupons, at the rate of 100 per minute, for 
each installment payment due. For these 
coupons, cards of ordinary size perforated 
vertically in the middle are used. The in­
formation required is confined to the right 
half of the card. After cards have been 
proved, the left half, except for a half inch 
next to the perforation for binding, is cut 
off and the cards are bound in a book cover 
with a very simple wire stitching machine. 
This has proved to be the most satisfactory 
type of coupon book of the many types 
tried prior to this installation.
The real pay-off with installment loans, 
however, comes in the provision for follow­
ing delinquent payments which is completely 
automatic. From balance cards, the multi­
plier computes the amount of delinquent 
service charges at the rate of 5 cents for 
each $1.00 of payment due, the machine 
being controlled to limit the charge to the 
maximum of $2.00, and creates a new 
amount due. Multicopy notices to borrow­
ers, containing as much information as 
could be covered in a three-paragraph letter, 
are produced on the tabulator.
It would be difficult to estimate the labor 
saving in this application because of the 
increase in volume since it was adopted. 
There are, however, 15,000 loans as present 
with payments running as high as 1,200- 
1,500 on peak days and the entire job re­
quires 1½ clerks time.
SPECIAL CHECKING ACCOUNTS
From the standpoint of volume, the larg­
est application is that of special, or pay-as- 
you-go, checking accounts. It is a so-called 
natural for tabulating equipment, with the 
highest production rate in the department. 
Except for account name and address cards, 
which are used only quarterly when state­
ments are prepared for customers, the job 
is completely numeric.
Accounts are controlled entirely by ac­
count number. Daily transaction cards 
require manual punching in only two fields, 
account number and amount, and are made 
at the rate of 400 per hour. The date is 
gang-punched.
In addition to the sorter, extensive use is 
made of the collator in selecting and inter­
filing balance cards affected by transactions 
of the day; also, in filing new balance cards 
and transaction cards in their respective 
files. As the daily journal is being listed, 
new balance cards are produced automati­
cally on a summary punch which is con­
nected to the tabulator with a cable.
Customer statements, rendered quarterly 
on a cycle basis, are produced on the tabu­
lator. Approximately 250 statements are 
prepared daily. They are made in duplicate, 
the carbon copy constituting the ledger rec­
ord. When statements are prepared, post 
cards, made in continuous form, are ad­
dressed also on the tabulator, notifying 
depositors that their statements are avail­
able at the statement window.
Approximately 17,000 accounts with an 
average of 4,500 transactions daily are han­
dled on this basis, requiring the full time 
of four clerks. With any other type of 
equipment, it is estimated that 10 bookkeep­
ers would be required.
PERSONAL TRUST WORK
The most extensive application in the 
bank is that of the personal trust division. 
It has two major distinctions. Alphabetic 
description required by far exceeds numeric. 
Standard type ledger sheets are posted daily 
on the tabulator. Either might be consid­
ered a deterrent to punched card accounting. 
While production is not as great with those 
features, it still is greater than it would be 
with other types of equipment. Moreover, 
personal trust work permits a wider variety 
of uses of the same cards than any other 
application.
Daily transaction cards are used for: 
(1) listing daily journals; (2) posting 
ledgers; (3) beneficiary or customer state­
ments; (4) fee schedules; (5) income tax 
transcripts.
11
Security name and balance cards, filed ac­
cording to account number and then secur­
ity, constitute the asset ledger of trust ac­
counts. They are used with transaction 
cards for journals, ledgers and statements 
mentioned above; also, in preparation of 
audit reports and investment reviews.
A duplicate set of the same security name 
and balance cards, filed by security number 
and then account, constitutes a security 
ledger. Without facilities for automatic 
reproduction and rearrangement of cards, a 
security ledger would be prohibitive. Cards 
in it are used to produce: (1) security re­
views; (2) intangible tax returns; (3) pre­
determined income cards for dividends and 
bond interest receivable. The last men­
tioned not only eliminates typing entry tick­
ets in the trust department for the vast 
majority of income items but also greatly 
facilitates continuous audit control main­
tained over trust income.
The entire personal trust job requires 
only an average of clerks time. As an 
example of labor saving that can be effected, 
income tax transcripts, which furnish totals 
of the various classifications of income and 
deductions required for both Federal and 
state income tax returns, require for calen­
dar year accounts approximately 6 hours 
for sorting and 15 hours for listing at the 
end of December, and for fiscal year ac­
counts, 4 hours at the end of each of the 
other months. Without tabulating equip­
ment, compiling information for approxi­
mately 750 returns filed annually for trust 
accounts would require the full time the year 
around of at least one clerk of the caliber to 
do tax work.
MISCELLANEOUS APPLICATIONS
Limitation of space here precludes more 
than scant mention of many other interest­
ing uses of tabulating equipment.
Dividend checks—for accounts in which 
the Corporate Trust division serves as divi­
dend disbursing agent, amount of dividend 
for each stockholder is computed and checks 
are filled in, using checks made in continu­
ous form with carbon copies which serve as 
registers and journals.
Demand loan billing—amount of interest 
due is calculated and monthly statements 
are prepared.
Employee payroll records—pay slips, 
O.A.B. and withholding tax reports, and 
W-2 forms are prepared.
Earnings and expenses—monthly state­
ments are prepared for each branch and 
department, and combined statement for the 
bank as a whole, indicating comparative 
figures of current month with the same 
month of the previous year, and year to 
date figures with the same for the previous 
year.
Dormant savings accounts—ledger rec­
ords are maintained under two controls: ac­
counts with balances under $5.00 (approxi­
mately 55,000 accounts) on which no inter­
est is paid; other accounts (approximately 
8,000 accounts) on which interest is paid, 
the amount being calculated semiannually 
on the multiplier.
Stationery and supplies—ledger records 
and audit control are maintained with auto­
matic inventories whenever needed of the 
750-800 items carried in the stock room to 
supply the bank’s need.
Securities owned by the bank—complete 
ledger records are maintained, including 
handling monthly accrual of income and 
amortization of bond premiums.
Safe-deposit box rent control and billing 
—file is maintained of record cards for each 
box, indicating box number, due date, rental 
rate, tax, and total amount due, from which 
cards are selected monthly by machine and 
customer statements are prepared at rate of 
25 a minute for box rent due. Carbon copies 
of statements furnish records needed by 
the Safe Deposit department.
Employees group insurance—all records 
needed by the bank or the insurance com­
pany are maintained in the tabulating de­
partment, with annual statements to the 
insurance company.
F.H.A. title II and mortgage loans, and 
veterans loans—all records and statements 
are prepared somewhat similarly to install­
ment loans previously described but are 
handled separately because of special fea­
tures involved.
Deferred exchange billing—ledger rec­
ords are maintained and monthly statements 
are prepared for depositors who prefer to 
have their exchange handled on a monthly 
basis.
Note interest accruals—accrual of inter­
est on commercial and installment loans is 
greatly facilitated through tabulating pro­
cedure.
Business development—interview history 
of customers and prospects is maintained 
and reports are produced showing name of 
the customer or prospect, type of contact, 
number of contacts by month for previous 
year, exact date of most recent contact and 
name of the officer making the contact.
TABULATING DEPARTMENT
Personnel of the tabulating department 
consists of a manager and ten operators. 
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Machines used include 3 alphabetic tabula­
tors, 2 collators, 1 sorter, 1 multiplying 
punch, 1 alphabetic interpreter, 1 reproduc­
ing summary punch, 1 combination gang 
punch and summary punch, 3 alphabetic 
key punches, 1 numeric key punch and 1 
numeric verifier.
There are 14 permanent plug boards used 
on the tabulators. Some are used for two 
or more applications by simple changes in 
an auxiliary panel which gives flexibility to 
the boards.
In addition to labor savings, there is a 
corresponding saving in supervision and 
floor space. Another distinctive advantage 
lies in the overall effect of smooth running 
operation on morale. Moreover, the fact 
that punched card accounting is handled by 
a department entirely independent of de­
partments in which entries originate greatly 
facilitates internal audit control.
Altogether, advantages seem to equal 
uses, and the uses to which tabulating 
equipment may be put are as broad as the 
imagination of management.
TAX NEWS (Continued from page 5) 
with IT 3832, CB 1947-1, 28, which holds 
that no husband is entitled to exemptions 
for two wives, even though he supported 
both of them during the year, and not even 
one wife if the second claims her own ex­
emption.
This sort of thing must have implications 
of some kind, but just what they are is be­
yond us. What conclusions do you draw 
from the Treasury’s reasoning?
* * *
The Treasury Department has finally 
been able to count the individual income tax 
returns filed in 1945 and finds there were 
49,965,474 of them, an increase of 6.1% over 
1944. The tax liability shown by the returns 
was $17,050,378,000, an increase of 5.1% 
over 1944. This would mean an average of 
$341.24 per return, but a great many of the 
returns showed no tax liability at all, or 
even refunds due. The Treasury Depart­
ment estimates that of a total of 52,800,000 
returns of all kinds filed in 1946, 14,100,000 
were not taxable. The Treasury Department 
estimates that the tax reduction bill now 
before Congress would remove 6,300,000 
persons from the tax rolls, but that still 
leaves a lot of tax returns to be filed.
* * *
Now that the Tax Department, 1948 Se­
ries, has been launched, we hope in future 
issues this year to discuss current rulings 
and decisions of general interest as they ap­
pear, to disseminate such news as comes to 
hand of new theories and methods in tax 
work, with particular emphasis on what Mr. 
J. K. Lasser calls “tax craftsmanship” 
rather than on the finer points of the legal 
lore of taxation. If you’ve had an interest­
ing or unusual experience in taxation, share 
it with us; if you have questions, send 
them in. We’ll try to find someone who can 
answer them.
DETECTION OF IRREGULARITIES
Failure to observe the precaution of send­
ing out confirmation requests in their own 
envelopes caused auditors to muff a short­
age in the accounts of one of their clients. 
The treasurer of the corporation, whose 
offices were outside New York City, re­
corded on the corporation’s books an ac­
count in the name of a fictitious bank in 
New York. He then from time to time mis­
appropriated funds and recorded such funds 
as transfers to this fictitious bank. There 
were so few transactions in the account 
that it was regarded as dormant.
The auditors regularly sent out requests 
for confirmation of all bank balances, but 
mailed them in the client’s envelopes. When 
the envelope was returned to the client as 
undeliverable, the treasurer received it, 
completed the confirmation, signed a ficti­
tious name as representing an official of 
the bank, inserted the confirmation in the 
return envelope, and took it to New York 
and mailed it to the auditors.
The shortage was disclosed when new 
accountants took over and followed the es­
tablished procedure of mailing all confirma­




Considering the vast number of manufac­
turing concerns which employ public ac­
countants, it is really too bad that any of us 
should mispronounce the word manufacture 
and its derivatives. Along with millions of 
other Americans, we too often pronounce 
the u as if it were a and say man a fac ture. 
The u should be clearly pronounced; as, 
man you fac ture.
Government is a word with a large place 
in the accountant’s conversation. Close lis­
tening will reveal that a large number of 
us drop the n, pronouncing it gov er ment. 
Let’s not cheat the government out of one of 
its letters. Jennie M. Palen
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